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Use eRETR
How to submit a eRETR Receipt
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Wisconsin Dept. of Revenue’s
Real Estate Transfer Web Page

http://www.dor.state.wi.us/ust/retn.html
Recommend making a “Favorite” / “Book marking” this page)
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Use eRETR to start a new return
or view / edit saved file

Instructions on “How to for Filers”

http://www.dor.state.wi.us/ust/retn.html


eRETR Welcome Page

To begin: Start Filing

Instructions for all the ”buttons” and 
procedures of the system.
Detailed eRETR Instructions.

Link back to Transfer web page
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eRETR Selection Page

For a “new” return:  Select county 
where property is located and
click “Next”

Restore Saved Information:
To complete or correct a saved file: 
See savefile and restorefile at eRETR 
Training/Help
http://www.dor.state.wi.us/eretr/training/index.html
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eRETR 1st Page after “Next” button
All the navigation ”buttons” are the 
same on top and bottom of each 
section

The “Submit” button is red until 
eRETR is fully completed then it 
becomes green allowing the data to 
be submitted.

The asterisks in each section 
indicates that that section has not 
been “visited” or there is an error.  Go 
to that section and click on the stop 
sign for help.

Click on the Light Bulbs 
for instructions for that 
line.
When a stop sign 
appears, click on it for 
help in solving the error
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Add/Delete
These sections require all Grantors, Grantees and Parcels that are on the document 
being recorded be listed on the return.  This is required and the Register of Deeds will 
reject any Receipt that does not list all of them.

By pressing the  “Add”
button, a new input is 
inserted below the existing 
one.  All fields must be 
completed for each.  If too 
many inputs were added, 
use the “Delete” button for 
that entry.  CAUTION: if on 
a valid entry and delete is 
clicked, that entry will be 
deleted and not the extra 
one.
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Parcel Section

Select the municipality property is located in.
Select “All of” or “Part of” (if split).
Enter parcel number
Click on “Light Bulb” for format

Add if more than one parcel
See Screen 6 Add/Delete

Enter Section Township Range (E or W).
Legal Section must be completed
OR
Enter Subdivision/Condo Lot/Unit Block.
Legal Section can be omitted

New window opens up

Primary Residence: Click “Light Bulb” for definition

Street Address: Click “Light Bulb” for definition

Legal Section

4/25/06 7



Tax Bill: Two methods of listing Tax Bill address

Grantee Section: Grantee to receive Tax Bill

Transfer Section looks like this

Transfer Section: Someone other than Grantee to receive Tax Bill

Summary Section looks like thisSummary Section looks like this
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Summary Page
A/K/A the “Title Company Worksheet”

The Submit button will turn green 
once all required fields are 
competed.  You can Submit from 
any section of the eRETR and 
also save.  If you want to save the 
file, it is recommended you save 
before Submit. See Screen 10.

The Summary page contains all 
the critical data of the transfer 
return.  This page may be taken 
to closing to have the Grantor 
and Grantee verify the data.  
Note the responsibilities of the 
Grantor and Grantee.  If data is 
missing, that information may 
be written on the page and then 
restore the saved file and 
complete the return.  This is 
NOT submitted to the Register 
of Deeds.  To print, set print 
margins to .25 or less.

If you notice an error, simply go 
back to that section and make 
correction.
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REQUIRED!
View and print receipt.
The Receipt is required to send to 

the Register of Deeds with the 
deed being recorded.

Confirmation screen after clicking “Submit” button on any eRETR section
Item 1: Print Receipt

Write down the Receipt number 
on the Summary page if printed

REQUIRED!
Print Receipt

This Receipt is required to be 
sent to the Register of 
Deeds with the deed for 
recording.  Address and 
necessary documents are 
listed.

Receipt opens in new window

For what ever reason you can not 
print at this point, write down the 
Receipt number and go to the 
Transfer Fee web site and click on:  
View filed eRETR under Filers.  
Enter Receipt number, value and 
last name of grantor or grantee and 
you will get the Receipt for printing.
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Confirmation screen after clicking “Submit” button on any eRETR section
Item 2: Save a copy

Recommended!
Save copy of file.
The saved file will allow you to restore 

the data if you discover an error 
when the Receipt and Return are 
reviewed.

(See savefile.ppt and restorefile.ppt)

A new window opens up

1. Choose location to save file

2. Name file

3. Save file

4. Close

A new window opens up
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Confirmation Screen after clicking “Submit” button on eRETR
Item 3: View Return

View and print the eRETR return
(Opens new window)

A new window opens up

Print eRETR
This is the transfer return.  

Print and keep a copy 
for your records.

• This is the entire transfer return information that was entered in eRETR.
• Due to space limitations, the entire return is not shown.
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Close Button
BE SURE TO SAVE FILE AND PRINT RECEIPT BEFORE CLOSING!

You must have the Receipt to record the conveyance document.  If it 
is not saved and printed, you will have to enter all the data again.
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Press OK to close, Cancel to go back



Screen after Close button is clicked

To enter another return, go to the Real Estate Transfer web site:

http://www.dor.state.wi.us/ust/retn.html
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